
From: Restivo, Angela
To: Coltrain, Katrina; Waite, Andrew; "Cook, David"; Chandler, Heather; Loesel, Matthew; Martin, John; Rauscher,

Jon; Turner, Philip; Bokun, Lisa; Delgado, Eric; Weece, Adam; Mason, Steve; McAteer, Mike; Larson, Darrin;
Assunto, Carmen; Spurlin, Steve; Renninger, Steven; Wagner, Christine; Krieger, Geoffrey; Ertep, Serdar;
Englert, Brian; Linden, Melissa; Moyer, Michelle; White, Terri-A; Leonova, Larisa; Whelan, Ann;
david.crow@westonsolutions.com; Ngo, Kim

Cc: Buchanan, Kayla; McDowell, Justin; Smalley, Bryant; Smith, Monica; Foster, Althea
Subject: Deadlines and format for daily Harvey updates
Date: Thursday, August 31, 2017 5:45:16 PM

Thanks to all of you for your continued support in providing information on the
work you and your staff are accomplishing as part of the Hurricane Harvey
response. You may or may not be aware, that we provide updates to Senior
Leadership at 6:00 am and 3:30 pm each day. In an effort to expedite the
submittal of our daily reports to Senior Leadership, and to ensure we have
accurately captured your activities, we are needing your assistance as follows:

· All update submissions are due to Kayla, Justin, and Angela by 9:00 pm for
the 6:00 am morning update and 2:30 pm for the 5:00 pm evening
update.

· Please use the following formatting
1. Font: Calibri 12 font
2. Only single spacing should be used for narrative portions.
3. Tables should be provided in Excel and should have legends.
4. No acronyms should be used without having been spelled out first.
5. Please try not to use passive language. For ex: have been
6. In your summaries please include the date (month, day, and year)

format for activities. For example: August 29, 2017
If you have any questions please feel free to call me (214-789-1572)
Thank you.
Althea
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